(SCHOOL LETTERHEAD)
DATE
EMPLOYEE NAME

ASSIGNMENT

LOCATION

WRITTEN WARNING
Dear EMPLOYEE NAME:

This letter is to inform you that as of today, you have nearly exhausted all of your leave days.  Your absence report for the 2019-20 academic year indicates the following:

Leave

Days Used
Maximum Days Allowable
Balance



Family Sick

Personal


Sick Leave


Sick Bank

No Pay

Your lack of regular attendance is disruptive to the students and their academic progress.  Therefore, the following options below are presented for your consideration:

· 1-year leave of absence (DP336)  
· Resignation (Skyward – Employee Access)
· Retirement , if eligible (Skyward – Employee Access)

· Job Share (elementary level) – Principal discretion

· FMLA – Contact Jane Olsen, HR Generalist at jane.olsen@jordandistrict.org
District Policy DP316NEG – Orderly Termination Procedures – Licensed discusses causes for contract termination.  Due to your continued and excessive absences, your employment is in jeopardy and you may be terminated for cause, specifically for:

· Insubordination
· Repeated violation of District policy

· Unprofessional conduct not characteristic of or befitting a Jordan District Employee

· Performance, attitude or other employment attribute which is substantially below the performance reasonably expected from other educators having similar responsibilities and duties…
Any future absenteeism will lead to further employment action up to and including termination in accordance with DP316NEG.  Please let me know if I can do anything to assist you in succeeding in your position.

Please feel free to contact me if you have any questions.

Sincerely,

_______________________________________

_________________________
Principal Signature





Date

Your signature below indicates you have received a copy of this letter.

______________________________________


_________________________

Employee Signature





Date

Xc:
HR Personnel File
